
HANDOUT 12:
STAYING ORGANIZED

Keep Your Desk, Book Bag, and Locker Clean 
When you keep these areas clean you will always be able to find what you need.  Don’t keep things in 
your book bag or your desk that you do not need.  This will only add to the clutter and make it easier to 
lose the things you do need.  

Get Your Things Ready the Night Before
Put everything in the correct place the night before.  This means putting your homework that is due in 
the homework folder for each class.  Put everything in your bag and have it ready and by the door for 
the next day.

Keep A Homework Planner
Always write down your assignments in your planner at the end of each class and look over it at the end 
of the day.  Make sure that you put each book you will need for each assignment in your book bag to 
take home with you.  Check off each piece of homework as you complete it.  Keep your homework only 
in your homework folder for each class so you do not lose it.

Use Binders
Using a binder is a good way to stay organized.  You can keep folders and separators in a binder in order 
to keep each class separate.  You can also keep a homework folder in each section with 2 sides; one is 
To-Do and the other is Completed.  Keep your homework planner in the binder as well as other things 
you might need, like a zippered pouch with pens/pencils, a calculator, or a pencil sharpener.

Keep Your Room Clean 
You also don’t want to lose things at home.  By keeping your room clean you are making sure that you 
don’t lose toys and books you like.  Keep your room neat and organized.  Keep a place in your room for 
each of your belongings.  Keep books in one area, toys in another and so on.  And always pick up after 
yourself when you are done doing something.


